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Installing Zotero
1. Create an account
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Launch your Chrome, Firefox, Safari, or Opera browser. Begin at https://www.zotero.org/. Click on
the Register link in the upper right corner. Complete the username (may include letters, numbers, and
spaces), Email (does not have to be your WVU e-mail), Password (at least 6 characters), and Captcha
fields to create a free Zotero account. For security, it is highly recommended you not use your WVU
password.
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2. Install Zotero 5.0 and the Connector


Click on the Download link in the upper right corner. The website should recognize your laptop’s
system and the browser you’re on. Click on the Zotero 5.0 Download button and install the program.
Then click on the Zotero Connector Install button.



Mac users: the Safari 13 browser no longer supports the Zotero Connector. Please switch to Chrome
or Firefox for your Zotero work.
If for some reason you need them, links to the Zotero 5.0 and Connector for other systems and
browsers are available underneath the blue buttons.



3. Settings
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The Settings link at the top right of Zotero.org allows you to:
o set up your Profile
o enter your C.V.
o adjust the Privacy and email settings
o monitor your Storage use
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Using Zotero
1. Preferences






Launch the Zotero program.
Under Edit select Preferences then Sync. Under Data Syncing, use the Link Account button to enter
your Zotero username and password.
Still in the EditPreferences section choose the Cite icon along the top. Under the Styles tab select
your preferred citation style in the Style Manager box. If you don’t see the one(s) you want, click on
the Get additional styles link. Find the style needed and click on it.
Still in the EditPreferencesCite section, choose the Word Processors tab. Install the Microsoft
Word Add-in or the LibreOffice Add-in.

Click OK to close the
Preferences box.

2. Collecting Sources Overview
a. Using the Zotero Connector
The Zotero Connector in your browser toolbar quickly adds whatever item is in the browser to your
Zotero library. The Connector changes to reflect the type of source open in the browser. The folder
symbol shows up when the webpage contains multiple items. Clicking this allows you to select and
save multiple items at once.

b. Using the Magic Wand
Zotero can add items automatically by ISBN number, Digital Object Identifier (DOI), or PubMed ID.

c. Using the Database Export or Save Function
Choose the RIS file option from within the database, then FileImport in Zotero.

d. Manually
Click the green + button in the Zotero toolbar, then select the appropriate item type. Metadata can be
added by hand in the right-hand pane. This option can be important for adding primary documents.
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3. Navigating Zotero




The left column of the Zotero Pane shows the default folders (Duplicate Items, Unfiled Items, Trash)
along with any collections (folders) you create.
The center column shows the contents of the collection selected in the left column.
The right column shows the details of the citation selected in the center column.
o To add to or edit the information about each source, click on a field in the right column.
o The right column also contains links to tabs for Notes, Tags, and Related.

4. Collecting References from Google Scholar




From the WVU Libraries’ homepage https://library.wvu.edu/ click on the Databases tab and type
“Google Scholar” in the search box.
Click on the Google Scholar link.
Type celebrities AND fashion in the search box and
hit enter.

Using the Zotero Connector in your browser you can add
resources to your Zotero library singly or in groups.
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Notice the Zotero Connector is a folder symbol. Click in the boxes next to some of the titles and then
click OK. You’ve now added multiple sources to your Zotero account.
Click on a Find It@WVU link in Google Scholar.
This takes you out of Google Scholar and into the resource website. Click on the Zotero Connector.
This saves a single source and its PDF to your Zotero account.
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5. Collecting References from Academic Search Complete


Type celebrities AND fashion in the search box and hit enter. To limit to scholarly sources, select Academic
Journals under the Source Types on the left. Use the folder icon next to each article title to collect several
resources.



To access the selected items, click on the folder icon at the top right. At this point you can use the Zotero
browser connector in the same way you just did in Google Scholar. This is the easiest method.
Alternatively: Check the box to “Select / deselect all”, then click Export.
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Select the top choice: Direct Export in RIS Format then click Save.



Choose Always allow for this site in the pop-up box and
click OK.



Looking back at your Zotero pane, you’ll now see these
sources in your library.
The pdf attachments may or may not import. If
necessary, download the pdf, then drag it over to the correct title in your center Zotero pane.



6. Managing PDFs
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Click on the wedge to the left of an item in your center column to open the attachments. If a pdf file was
available, it is attached here.
Sometimes pdfs come with generic or non-descriptive file names. To rename it, right click on the pdf and
choose Rename File from Parent Metadata.
Notice all the other functions that are available here – Move Item to Trash, Create Bibliography, etc.
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7. Directly Add a PDF
When you have a pdf (from a database, from interlibrary loan, from a colleague…), it can easily be
added to your Zotero Library.


Drag the pdf file into your Zotero Standalone client, into My Library or into a specific collection (folder).



Now right click on the pdf in the center pane and choose “Retrieve Metadata for PDF.” Or this may have
happened automatically!

What if Zotero was unable to retrieve the metadata? This happens when the pdf is not a true pdf with optical
character recognition, but is only an image of the page. You will have to use one of the other import methods
to create the metadata to go with this pdf.
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8. Handling Duplicate Items
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Duplicate Items is one of the default collections in the left column.
To identify any duplicates in your library, click on the Duplicate Items collection.
Duplicates are now listed in the center column.
Click on a duplicate item in the center pane.
In the right pane, click on each date/time-stamped version to compare the fields.
Choose the citation that appears most accurate and complete. This will be the master item.
You have the option to substitute fields from the other (non-master) citation. Do this by clicking on the
tiny flow-chart symbol to the right of each field.
When you have made all the substitutions needed, click on the Merge items button at the top.
The citation disappears from your center pane because it is no longer duplicated.
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9. Using Zotero with Microsoft Word
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Open Microsoft Word and create a practice document.
Open the Zotero ribbon at the top, then open the Document Preferences. Here is where you can set the
citation style needed for this particular document.
This is also where you set your preference for Footnotes or Endnotes if that is an option in the selected
style.
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Type some text in your practice document, then click on Add/Edit Citation in the Zotero ribbon. You’ll see
a Zotero pop-up box. Type in an author name or title keyword to find a source in your Zotero library.
Another pop-up box will show you the matching source(s). Click on the source you need to cite.

Zotero also offers a Classic View of the citation pop-up. Use the pull-down arrow next to the Z in the popup box to switch to Classic View.
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 In Classic View you can add text before (Prefix)
or after (Suffix) your citation, as well as a specific
page number.
 You can make Classic View your default in the
Zotero Standalone client. Open Zotero
Preferences –> Cite –> Word Processors.



To insert a bibliography for your paper, place the cursor at the appropriate place in your Word document
and click the Insert Bibliography icon.



Notice that the citation is only as good as the metadata you imported. The Gibson “Celebrities and
Fashion” article in the example above is citing Google Scholar as the source, which is not accurate. To
correct this, go back to Zotero:
o Use the search box to find the entry.
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In the right column
this Item Type is set to Journal
Article. Correct this by clicking
in the Item Type field and
choosing Web Page. Add any
other information needed.



Return to the Word document. Click on Refresh in the Zotero ribbon. This will update your Word
document to reflect the changes made in your Zotero Library.



You can even go back into the Document Preferences, change the Citation Style, and Zotero reformats the
paper in the new style.
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10.

Zotero Help

For more help, check out the Documentation tab in the www.Zotero.org website. The Quick Start Guide
https://www.zotero.org/support/quick_start_guide gives a nice overview of the Zotero functions. There are
also active Forums where users post questions and get help with particular problems. And Youtube has many
useful Zotero tutorials – just make sure you’ve selected one that is up to date.
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